APPLICATION FOR RECORDS RETENTION SCHEDULE oOfFICE OF THE SECRETARY OF STATE

_7 RECORDS MANAGEMENT DIVISION
INSTRUCTIONS: Sae Publiatitz: No. 76--RM—1 for instructions on completing this form. Farward signed ‘originai to

B - Qepartment of Archives and History, Rccords Managemant Division, 330 Capitol Avenue, At!anta Georg:a 30334

: Attention: Scheduling Section.

ﬁ

1 FOR AGENCY USE 1. Agency Address ', ‘ Pon AECQROS MANAGEMENT USE

;. Apohicaton Dete Georgia Ports Authority o : Aonl'catnon Number

; ~ Operations Diviston, Control Deparfmeﬁ _

A ___3/10/39 ! " Post Office Box 2406 7C? 159 _

;. Agolication Number . Savannah, Georgla 31402 - RN . 1} Date Received Date Completed

S 70 ‘ I 1 aue -21979 | AUG 4 2 99
2. Berson fo Contact Working Title Teiephone Numbaer -

Sandra Jones 7 . o Operaflons Manager : 964 1721 # 242, 247

3. KJ Estaousn Retention Schedule; racord will continue to accumulate.
] % O Oisposs of presant accumulatioh; no further accumulation anticipated.

& = Amend Apoliggtion No. o Chack Qne: [ Chance; O Supercede: ] Void
i+ 3, Dates of Seriss 5. Records Series Title (fo/lowed by t'tle used in office; if differant)
i | Sarliag: Latest
Y

I e R Rl RS

1. 1977 7 | To Date i 'Customer Correspondence Flle =~ e el N

Ts. Sinson and Gifice Function ‘What is the function of the Dwmon and tha Office in Whld‘l this record sarios is created?

{, The Director of Operations assists the Executive Director in the managerial functions of the
Georgia Ports Authority and is responsible for the operations of the Savannah State Docks &

.\ Warehouses - Garden City Terminal and Ocean Terminal, Savannah State Docks & Rallroad Company,
1  Augusta State Docks - Barge Terminal, Bainbridge STafe Docks = Barge Terminal & Brunswick
State Docks & Warehouses. He also handles the function of leases, including negotiating
leases for all divisions of the Port Authority, and with commerC|a| and industrial concerns -
3 for use of space provided by the Georgia Ports Authority. ‘

- ¢

The Office Manager in which this file is created supervises the work of the warehouse, billing,.
import and export depariments, analyzes ships' schedules, coordinates the processing of all
paperwork with field divisions, insures that all paperwork Is properly prepared and carefully

_J balanced and verified against documentation received, facilitates expeditious cargo handling.

| 7. Record Series Description This file contains the follawing documents (induda form numbers and ttlas, if any):
Attach samples of the file.

© Documents relating to: Correspondence with all customers relating to disputed éharges, rates,

claims, etc. Duplicates maintained In individual shlp files or claim
files (if claim 1s filed).

inciuded are: Outgoing correspondence.

File is arranged: Alphabetically by customer, chronologically.

j 8. Monihly Rm’mnea Rate How often are records referred to which are:

One 10 six months oid _.__da_LLL. Seven t tweive months old —...921 1Y, Thirteen to twentv-four months oid
twentv-f‘va months and older ? :

.
’

9. Annual Rats of Acr.urnulanon of F!mrds ;
; Shelves

Letter-size drawers : Leagai-s sze drawers ; Other (specify) 2 _legal. hoxes.




- —— g w- weew ey T

X _If not, wﬁgre;rt? 7

b. Dces the series con;am canfidential information requiring sacurity handling? If ves, cite law or réguiation.

X

c._ls this z vitzi record?

v | d. Does this serigs have hlstdncal or long term research vaiue?

)

X

~documents De schedyled separately? P

e. When one or two documents in the file make it necessary to keep the entire file for a long period; could thesa

' X Lt lsmtmfumwmmumchm

9. Is the information contamed in thls sams sver analvzeé:[ and/or racorded m a summanzed report?

X If ves, attach coQy, ool ‘ L L
: h. Is thers a duplication of this saries in your office orin another ofﬁcs ‘of agency?
1 X It yes where? Ship File, Clalm File, Rate File @ -
- L..1s this series for 2 major portion of it reguiariv microfilmed?
. X |__i..Does the racord series resyjt in a comguter erintout?
'| *1. Retention Requirements The following requires the series to be kept: i '
; i a. State Law ‘ years, d. Audit period years.
¥ Y. Satute of limitation 4 — YEBTS. e. Administrative need _ 3 . V8ars,
» . Frgeral law - years, f. Federal retention instructions — years.

Attach copy or excerpt of laws or regulations, Explain administrative need.

This file series should be maintalned for more convenienT method for locating |nforma+|on with

i regard to customers should there be a dispute on rates, cargo, etc,

. . R PR U JE S
i T o ! ’ . i

: . -

12. Aparaved Dispasition lnsuggﬂog Thu agencv r;commnds that the fsle series be cut art at the end of each
bt :

)

- IEETEST CJ CalendarYur G Fiscal 'vear; O Other '~ —.then,
Q@ Hold in tm cumnt f:les ey month(sl ....1.._..__.._ vear(s); thcn K ﬁ | -
‘: g ?" sfar s ‘oes! :'G%ﬂtﬂg aréa, Hosd V'al'\il, mEﬂ e o ;
1 O Transter wg State =ec.:rds Carter hald yoar{s) then .
v 3 Destroy, - allie T ) ) ) i
i3 Q Transfer to State Ard’mes for pefmanen‘t ratention. L _ e |
g D'Other fSaec:f'/} R L o |
] - - -
5 L mee 1
i i
1
Thest insu'uction; éppiv to all prior and future accumulations of the series. )
r4ﬂ.|gan-u~.-\r Head/ Deslgme {Signature) Oata ZaLs Manaq_emnt Oﬂxcer {Signature) Date i
/45/ N N Azw
e e . i A=
' State Rmrds Committes (Signaturel Date
Recommendations in para- - e '
graph 12 are approved, _ State Auditpr/Designee” - L | ’
[If disapproved, attach letter ‘é '.
of explanation.) tate/Designee _WA VW

Tt A R S T R Eme e TTTIIi SITe e g S oane s

1 o J ‘ Attorney General/Designee % @ : . - T




